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MANAGEMENT T00L8
RECORDS MANAGEMSENT and SPACE PROBLEMS

Two previcus Support Bullstin arti-
cles inpthis sories have dealb with
efficient f£iling methods, correct use
of filing supplies and equipment, and
the economy of bulk storage for insctive
records,.

Ist's now consider another element
of the problem=—paperwork, for today's
paperwork is tomorrow's recordse

FORMS

Por example, congider the forms you
are using, If they were not designed
and printed according to the Organi-
zation's forms standards they are
probably taking up 20§ to LOE more
£1]a space than necessary. When did
you last review your forms for
posaiblecse

BIIMINATION of QONSOLIDATION of
uwingcesssry forms, two or more forms
ocopies of forms, or parts of forms.
or items on forms.

IMPROVEMENTS in REFINEMENTS in
design and size reproduction, dis-
for more effici=- tribution, and
ent handling, stocking methods.

Approved For Release 2005/07/25 : CIA-RDP70-00211R000700310010-8

T



Approved For Release 2005/07/25 : CIA-RDP70-00211R000700310010-8
REPORTS

How about the administrative reportis
. you sither require or prepare? Have
you studied them lately forees

JDUPLICATION « « « Do they repeat or
overlap other reports?

JHONESSENTIALIS « o Do they include
extraneous unrequired matter?

JFRIQUENCY o & & « Are their frequen-
clas consistent with the need for
information?

.DUE DATES « » » s D¢ they avold peak
workload periods and allow enough
preparation timeewithout overtime?

JFORMAT « « o o » Arve they efficient
to transmit and use without added
correapondence or explanation?

JDISTRIBUTION o + Are they sent to
too many peopla?

What about your correspondence? Are
these "umnecessaries" common in your
of fice?

<UNNECESSARY CORRESPONDENCE.«s
The oreation of another memorandum
or letter when an alternate could
be used, such as:
==Phona call or personal contact
==Routing and Record Sheet
~=Transmittal Slip
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JINNEGESSARY QOPLES«wse
Those extra courtesy or information
copiss which create unnecessary
files in uninterested or marginally
concerned offices. Spedific, real-
fatic copy needs gave file spsce
and preparation time,

+UNNECESSARY WORDSeee
Spendthrifts in words waste file
space. Considsr the fermla-=
Shortness, 3implicity, Sincersty,
and Strength.\-Records Mansgement
l \ Staff can supply you with a help-

JINNECESSARY REWRITES e e s
Careful preparation and review of
the firet draft will eliminate une
necossary redraftss coples of which
invariably are filed in overcrowdsd
filesn. .

SPACE PROBLEM?
Do you have & gpave problem? Con-

pider it now in the light of your
angwers Lo these questionfse.
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The Records Management 3taff,
working with your Recoxrds Officer, can
help find the answers in your office.
¥hy not get in tough with your Records
Officexr moon?

Coples of the booklet Management
Tools--8p You Have A S mmﬁ_
ﬁ wiloh This serles of srticles was
taken, are avallable fmm the Records
Management Staff.
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